Accounts Payable
Purpose: This job aid is to review the process to determine why a voucher has not been paid.

When a voucher has been paid, the Reference and Payment Date will be populated on the Payments tab
of the Voucher. The Payment Inquiry hyperlink will also be highlighted. (Navigate to Accounts Payable>
Vouchers > Add/Update > Regular Entry and Find an Existing Value. Click on the Payments tab to review
these fields.) If the Reference and Payment Date are blank:

/ Summary Y Inveice Information ' Payments | Voucher Aftributes | Error Summary | FileNetInterface

Business Unit: 31799 Invoice Humber: |

Voucher ID: 00002000 Invoice Date: |:| Invoice Receipt Date: I:IEJ

Voucher Style  Regular

Total: 87v.99
Vendor: United Way of West TH/Carrall *Pay Terms:
County
PO Box 2086

Jackson, TN 38301

Payment Information i ! | First E 10f1 E L ast
=

Scheduled Payment:

*Remit to: Gross Amount:

1
Location: I:I Discount:

UsD Discount Denied

*Address: Late Charge

United Way of West TNICarroll County Scheduled Due:
United Way of West TNICarroll County
PO Box 2086 Net Due:

[ erod]
[ oo
[0511312006
[osr1112009 ]
Jackson, TN 38301 Discount Due: l:l
[o5rt51200
L1
E—
]

Accounting Date:

“Bank: I:I Pay Group:

*Account: I:I *Handling:

*Method:  [EFT|  EFT Layout *Netting:

Message: | Messages
Message will appear on remittance advice.

*Action: Payment Date: Hold Payment Separate Payment

Pay: Reference: Hold Reason:

Letter of Credit: I:I,F;

Payment Inquiry Holiday'Currency Options Express Payment Vendor Bank Account
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1. Navigate to the Summary page and confirm that the voucher has the following statuses:
e Approval Status will be ‘Approved’.
e Header Budget Status will be ‘Valid'.
e Close Status will be ‘Open’.

“ summary Y Invoice Information | Payments | Voucher Attributes | Error Summary Y FileNet Interface |

Business Unit: 31799 Invoice Date: 05/11/2009
Voucher ID: 00002000 Invoice No: 051509 Charity Fund 61
Voucher Style: Reqgular Invoice Total: 87.99 UsD
Contract ID:
Vendor Name: United Way of West TN/Carroll County Pay Terms: Pay Mow

United Way of West TM/Carroll County Voucher Source: HML Invoices

PO Box 2086

Jackson, TH 383301 Origin: W3

Postable Created: 05/11/2009
Mo Match Created By: ERF_BATCH
Approved Modified: 05/13/2009
Posted Modified By: sU5a0921001
ERS Type: Mot Applicable

Walid
Budget Status: Valid
Walid

Close Status:

Breget Misc Status:

*View Related Payment Inquiry ¥ | Go

B save | i Returnto Search | [=] Notify | % Refresh
)

If any of these statuses are not to the appropriate values, further action needs to take place for
Matching, Approval, or Budget Checking. If these statuses are all fulfilled, go to Step 2 to check
the Payment Criteria on the Voucher.

2. Goto the Payments tab on the Voucher and confirm the following:

e Review the Scheduled Due date to confirm that it is scheduled to be paid on the correct
date. Note: Verify the year as current year.

e Isthe Payment Hold checkbox checked? If this is selected, investigate why the payment
hold was placed. If appropriate, unselect the checkbox. Voucher should be picked up in
next pay cycle (if payment currently or past due).

e Verify that the vendor & locations selected are active/approved.

Inactive Vendor Queries: TN_AP110_VNDR_INACTIVE & TN_AP111_REMITVNDR_INACTIVE
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